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L esson Objectives

1.
2.

Ability to successfully create a new Primary Template
Learn the relationship between onscreen data entry and the Primary
Template

3. Ability to modify an existing Primary Template
4.
5

Understand other uses for the Primary Template
Understand the effect of changes to the attached report

L esson Steps

oukrwbdprE

Main Layout of Marksbook

The Primary Template Maintenance Module
Primary Systems Settings

Adding A New Primary Template

Printing The Primary Report

Other Uses for The Primary Template



Step 1: Main Layout of Marksbook

To activate the software, smply Double Click the icon ‘ that sits on your Windows
desktop. Upon loading, the system will bring you to alogin screen as shown below.

Systern Login ( Click on the drop
down to view al
of the teachers.

% Pleaze enter your uzername and passywo

Username: |adminiztrator

Pazzword:

To make changes to the Primary Template, the user hasto have aUser Access Privilege
of HOD or higher. For this exercise, if you are using the Sample Database, please login
under Administrator. The default login Password for “administrator” is“ ADMIN”.

If the system already contains your name as ateacher, Click on the Triangle , to choose
from adrop down list. Note: Unless otherwise changed, the default password for al
teachersis “PASSWORD”.

The following screen is displayed once you have successfully logged in.
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Tool Bar.- One
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For this exercise, select

“Year 5 Primary [Miss Aindey]”
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Student List — Thisisthe
list of studentsthat arein
the selected classlist.

User: [Adminiztrator]  Access Level [ADMIN] - Thursday, 22 January 2004

From the Diagram you can see the main layout of Marksbook. For this lesson we will be
concentrating on the “Assessment- Maintain Assessments — Primary” module.



Step 2: The Primary Template

To access the Primary Template, click on the “ Assessment” button at the top of the
screen and move down to the “ Assessment Maintenance” as shown below.
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the Assessment Templates. In this
case, we are editing the Primary
Assessment Template
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Click on “Assessment M aintenance” to activate the Assessment Templates. On the
screen that appears, you will see anumber of tabs for each of the Assessment Types
available in the system. For the purposes of this exercise, click on the “Primary” tab.
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The screen above displays the structure of a Primary Template. The templateisa4 tier
structure which is Template => Subject => Pointers => Checkpoints.



The Fourth Tier: Checkpoints

The 4™ tier Checkpoints are displayed by a Right Click on the Pointer Items List.
Checkpoints form the basis for data entry and are compulsory values for the Reporting
process.

Checkpoints can

be edited here.

They form the

basis for results This spaceis available for a

entry. school to define guidelines for
assessment values per
checkpoint. Thisis an optional
Process.

Click on Scroll
button to navigate
through Checkpoints

A Right Click on the
Tier 3 Pointers List
will activate the
Checkpoints Module.

Looking at the Primary Assessment Data Entry Form below, you should be able to see
the effect the structure above has with the data entry form. This form can be accessed
from the Sample Data on the Class List “Year 5 Primary [Miss Aindley]” viathe
“Assess’ icon on the Tool Bar. Select the Primary Tab and “Click” on the icon for Miss
Aindey’s Year 5 Class.

Select “Assess’ on the toolbar to
access Primary Assessment.

Click on Miss Aindey’s Class Icon to open up
Primary Assessment Form. Icons are created using
the “Create” icon in the Assessment Tool Bar.
Each assessment icon islinked to a Primary
Template and teacher when created.




Once into the Primary Assessment Form, a user can click on the various data entry boxes
to enter their assessments.

The Comment Box.
Availableif selected
on the Primary

Template

These values are determined by the path:
Setup => System Settings => A ssessment Options => Primary
A right click on the grid line will display values for Code

The checkpoints as you can
observe from the list above.

Attitude/Effort Box:
Repeat click on box to roll through listed
ontions. (Riaht click to observe options)

Close up this screen by clicking on the “x” in the bottom right hand corner of the screen.
Thiswill return you back to the Primary Assessment Icon screen. Select Miss Aindey’s
icon by pressing one click. Now Click on “Edit” in the Assessment Tool Bar to view the

Properties of the Assessment icon.
List of Subjects that were
entered into the Year 5
Assessment Template.
Click on Subjects taken by
Miss Ainsley.

Attached
Template.

Assigned Teacher. Use Lookup
button to select teacher.




Step 3: Primary System Settings

There are 3 sets of Performance Criteria that have to be set up in the system for Primary
School. These settings are Global and apply for all Primary Reporting Templ ates.

To access the Primary System Settings, take the following path.

Main Menu => Setup => System Settings => Assessment Options => Primary

Select “ System Settings’ and then *“ Assessment Options’ to access “Primary” global
assessment values.

Values for assessments
on the Numbered

I Subjects with associated
\\Checkpoi nts.

Values for assessments on

Véuesfor the the Non Numbered
Effort/Attitude boxes Subjects with associated
on the Primary Checkpoints.

Report Assessment

Entry Forms




Step 4: Adding a New Primary Template

New templates are required if there was a shift in the requirements for a school report.
Notethat if a school has used a templateto print off reportsfor a given year group,
it isimportant that thistemplateisleft unchanged for historical purposes.

Eg. Tore-print areport will requiretheold template.

It is a better strategy to create anew Primary Template by copying the existing template.

Generating a New Template From An Existing Template
To generate anew template, smply “Right Click” a Templateinthe Tier 1 List. The
following is displayed.

/A “Right Click”
will activate the
Copy Template
Process. Click on
“Copy to new” to

\conti nue process.

Notice how a“Blank”
entry is generated ready
for the new values you are
entering in the adjacent
screens.

Make up anew code for the
new template.

eg PRIYRO3 if you are
entering aY ear 3 primary
template

Enter acode for aY ear 3 template. Codes are entirely user defined and it is good practice
to make up codes that are consistent with codes already entered. The process will ask you
for: A Short Nameeg. Primary 03

A Full Name eg. Year 3 Assessment



If you have successfully completed the data entry process, the following screen will
appear.

Note how the system will \
automatically add the new
template to the list with the
copied structure intact.

Y our next step isto now
edit the values in that
template. Thisis achieved
by editing the values on the
left hand sideif editing

Note: If the Subject

Code is not numeric, Subjects and Pointers.

The Assessment If you need to edit the
Form wi I_I assume Checkpoints, use the “Right
that thisis a Personal Click” on the Pointers List.
Development

assessment and will

assume the P&D

codes set upin

\“System Settings’ /

To edit the subjects, simply “Click” on the Subject in the List and then “Click” thefield
on the left hand side under Subjects. Eg. If “The Arts’” was to be changed to “Music”,
then simply overwrite the field and “ Click” on “Save’ button to record change.
Remember you may then need to alter the Pointers and associated Checkpoints that were
associated with “The Arts”.

Comment box in the Primary Assessment Entry

Note that the absence of atick will turn off the
Form for Health.




Step 5: Printing the Primary Report

Marksbook has the ability to attach Custom Designed Reports that work off the data
entered via the Primary Assessment Data Entry Module. Whilein the Data Entry Form,
you may have noticed a“Print” icon at the top of the screen. Click on thisicon and
follow the prompts to print.

The steps that are asked of you to follow are generated from this Custom Designed
Report called aDLL. The DLL isalayout designed for one of our existing clients. DLL’s
will be explained in another |esson.

We will no doubt get arequest from all usersto design layouts to suit their school. Have
alook at their layout on the next page. Remember that most reports do not match want
you want but be appreciative that the system can display any data captured in the
Template.






Step 6: Other Usesfor the Primary Assessment Template

Other Assessments require teachers to record results that are not used for reporting. In the
example below, we have created anew class list to record Reading Literacy Targets for
Levels 1-4. The reason for anew classlist is so that we do not confuse the Reporting
Process with the Reading Targets process. Since both are using Primary Templates, the
only way forward is to create another class list for the same class.

For this exercise, we have already created a Reading Targets Class List for Year 5. We
have named thisclass “Yr 5 Literacy Targets’. In alater issue, we will provide you
lesson notes on Class List Management to show you how to create a new copy of the
existing classlist.

First step isto select the new class. To do this, close off the active screen on the Right by
clicking on the Black “x” in the top Right hand corner. Click on the Class List Lookup,
whichisat the top of your current classlist (Triangle to Right of Class Name) and scroll
one down to the“Yr 5 Literacy Class’. Click on “Assess’ in the Tool Bar and Click on
the “Primary” Tab to reveal the Reading Targets Assessment icon that we created using a
new Primary Template that we designed to display the Reading Literacy Targets.

Select the Primary
Assessment Module.

Double Click to open
Reading Targets
assessment.

Click on Lookup to select
the Yr 5 Literacy Targets
Class List.




The following screen has been determined by the “Yr 5 Reading Literacy” Template
created in the Primary Assessment Maintenance Module.

Now you have seen the Data Entry Form for this assessment, now have alook at the
Primary Template that recorded it.



Note that the Checkpoints are now the Targets grouped under “C, B and A” Reading
Targets. From the Pointers List, Right Click “Level 1C Indicators’, and you shoud be
ableto piece the logic that links these Checkpoints to the Date Entry Form for Reading
Literacy Targets.

< End Of Lesson >



